
. r  
Y 

A, ~ \\-23-d c ~ 

i 
~ . I  

s 
C 

APPLICATION FOR RECORDS RETENTION SCHEDULE 

,. Dates of Series 
larliest Latest 

1953 I1983  

OFFICE OF THE SECRETARY OF STATE 
DEPARWENT OF ARCHIVES AND HISTOR) 

RECORDS MANAGEMENT DIVISION 

5. Records Series Title (followed by title used in office; if different) 

TEACHER CERTIFICATION FILES 

INSTRUCTIONS See Publication No. 76-EM--! for instructions on completing this form. Gorward signed original to 
. Department of Archives and History, Records Management Division, 330 CaDitol Avenue, Atlanta, Georgia, 30334, 
Attention: Scheduling Section. 

FOR AGENCY USE 
&cation Date 

._ 
pplication Number 

- - 
. Perdn to Contact 

1. Agency Address 

Department of Education 
Office of Planning and Development 

Division of S t a f f  Development 
Teacher Cer t i f ica t ion  Section 

~~~ ~ ~ ~ ~~ ~~ ~ 

Working Title 

FOR RECORDS MANAGEMENT USE -- . - ~  ~~~~ ~ - ~ ._ 
ADDlication Number 

7 q  - 2 1 ___  
Date Received Date Completed 

*2 19@ I S E P  - 519Bp 
Telephone Number 

_ _ _  

No Change - - 

. Record Series Description This f i le contains the following documents (include form numbersand titles, if any): 
Attach samples of the file. 

Documents relating to: (No Change) 

Included are: (add:) microfiche copies of Teacher Aide Licenses. 

. .  

File i s  arranged: alphabet ical ly  by surname. 

~~ ~. -~ ~ . - ~~~ __ 
I. Monthly Reference Rate 

One to six months old 

How often are records referred to which are: 

; Seven to twelve months old ; Thirteen to twenty-four months old 

~~~ ___ ~ ~~ 

I twentkfive ~- months and older ? 
I. Annual Rate of Accumulation of Records 

Letter-siie' drawers ; Legal-size drawers ;Shelves ;Other (specify) 1 3 
. 

i .. 
3-50-71; Rev. 76 (Over) 

~. ~~ .~ . .  



a .  . -. - ~ -- 1, 
\. - 

~. ~- - .. e? could_k ~uFed - 

documents be scheduled semratelv? 
~ ~ -- ~ ~ 3 

t o  subs tan t ia te  emgloyment for retirement ~~~ ~ ~~ o r  S.S. 
~~~ ~- 

~* e. When one or two documents in the file make it necessary to keep the entire file for a long period, could these 

Q. I s  the information contained in this series ever analyzed and/or recorded in a summarized report? 
I f c s a t t a c h  WPL-.-~ ~ ~ ~ _ _  ~ .~- .- ~- ~- -- 

- .. .... 
ed? 

11. Retention Requirements The following requires the series to be kept: 

a. State Law 0 years. d. Audit period , years. 
b. Statute of limitation years. e. Administrative need &-years. 
c. Federal law 0 years. f. Federal retention instructions ~ ~---years. 

- 
* 

- - - . - 
12. Approved Disposition Instructions This agency recommends that thet ie  series be cut off a t  the end of each: 

0 Calendar Year; 0 Fiscal Year; B Other then, 

0 Hold in the current files area - --month(s)--- yea+); then 
0 Transfer to local holding area; hold 
0 Transfer to State Records Center; hold 
0 Destroy. 
0 Transfer to State Archives for permanent retention. 

yeark); then 
yeads); then 

Dl  Other (Specify) 
)Y\,cv&&Q. ' 

Add:- ~ 2 . m  copies of Teacher Aide Licenses 

Cut off  f i les  immediately; t r a n s f e r  t o  S t a t e  Archives 
f o r  permanent re ten t ion .  

This port ion of t he  Teacher Cer t i f i ca t ion  F i l e s  w i l l  no longer accumulate 

s ince  Teacher Aide l icenses  are no longer issued. 

Recommendations in para- 
graph 12 are approved. 

~ 
~ ~~ ~ ~ ~. ~ ~ ~- ~~ ~~ -. 

. .  
.. . . ~. . .  

.. . ., 
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Attention: Scheduling Section. 

I .. . I. - . ~  
FOR RECORDS MANAGEMENT 

I_ 

FOR AGENCY USE ] 1. Agency Addrau 
Department of Education 
Office of Planning and Development 
Division of Staff Development 
Teacher Certification Services 2uL I 5 1982 j%UG 9 1982 

Working Titla 

Debbie McCoy -_ Teacher Certification Supervisor 656-2406 I - .- ~- 
3. Action Rwuened 

0 Establish Retention Schedule; record will continue to accumulate. 
accumulation; no further accumulation anticipated. 

74-21 CheckOne: 0 Cha-; 10 Supercede; 0 Void 
4. Daterof Series 
Earliest Latest 

Remrdr Sera Titlc (foNowed by title used in off&; if different) 

Teacher Certification Files 
What is  the function of the Division and the Office in which this 

The Teacher Certification Unit is responsible for the administration 
and application of State Board of Education requirements governing the licensure and 
certification of Elementary and secondary school personnel in Georgia. 

- ____ 
7. Racord Series Description Th is  fi le contains the followirig documents (inch& form numbers and r i c k ,  if any): 

Attach samples of the file. 
Documentsrelating to: evaluating requests for and issuing Georgia teacher cert’ifidates, 

Indudedare: copies of Teacher Certificate, Application for Certification, College 
Recommendation for Certification, Evaluation, Request for Issuance of Certificate, 
School Experience Verification, Certificate Issuance Letter, Notification 
Letter, Transmittal Letter, and other related certification forms, memos, and 
correspondence. 

Fileissrraged: alphabetically by surname; thereunder chronologically by date. 

8. Monthly Refereno Rate 
Om to six months old 

How often are records referred to which are: 
: Seven to twelve months old ; Thirteen to twentyfour months old 

I-- 

twenty-five months and older ---? 
k A 6 u a l  Rate of Ammulation of Racordr 



-. -- 
_. 

oxsary to keep the entire fi le for a long period, awld these 

. - 

1. Retantion Requirements The following rquires the series to be kept: 

a, State Lm years. d. Audit period years. 
b. Statute of limitation years. e. Administrative need age 73 years. 
c. Federallaw WWS. f. Federal retention instructions years. 

Attach copy or excert of laws or regulations. Explain administrative need. 

-4 

- 
2. Approved Disposition Instructions -This Wncy recommends that the file serk be cut off at  the end of each: 

0 Calendar Year; 0 Fiscal Year; Kl Other See below then, 

0 Hold in the current f i les area month(s) year(r); then 
0 Transfer to local holding area; hold 
0 Transfer to State Remrds Center; hold 
0 Destroy. 
0 Transfer to State Archives for permanent retention. 
B Other lspecifyl 

year(4; then 
year(sl; then 

Upon issuance of teachi-ng cer t i f i ca te ,  microfilm entire f i l e  and destroy 
the paper copy. 

- _ _ ~ -  Microfilm f i l e :  When individual reaches 73 years of age or cpon death, 
place i n  inactive f i l e ,  cut of f  inactive f i l e  a t  the end o f  each calendar 

-year; tr_ansfer t o  State Archives for permanent retention. 

These instructions apply to all pior and future acmmulationr of the m*m. 

lecomrnendationr in pua- 
raph 12 are approved. 
If disappmwd, arted, kttw 
pf exp1anstim.l 
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The Office of I U S t r U C t i O M l  Services is responsible f o r  the  devel- 
opment and implementation of curriculum f o r  Georgia Schools from 

' =~ .The Office'-of Iristructional Services a lso.adminis ters  compensatory 
~,~~ $ln_derg?r_ten, through-post-s.econd?ry tqchnical and adult  .education. I ~~ - . ~ c 2fT ~' 

programs, t h e  department-owned educational t e l ev i s ion  service,  
teacher education and ce r t i f i ca t ion ,  and ea r ly  childhood and spec ia l  
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1. This f i l e  contains the  following documents' (include form numbers and t i t l e s ,  if W, 

and f i l e  arrangement). . 
Documents r e l a t ing  t o  the  appl icat ion for  Georgia S ta t e  teaching c e r t i f i c a t e s  and 
issuance of the  c e r t i f i c a t e s  

Included a r e  
(1) Teacher Cer t i f ica te ,  no forn number. 
( 2 )  .:Applicatian f o r  c e r t i f i c a t i o n ,  Form JC-10. ' ~ : .  :'.c . I '~:- ' I  : ?n t . r  z : : ?  ::?r 

, - ~ -  . : C . e L -  (3) College Recommendation fo r  Cer t i f ica t ion ,  Form ICzlOa. .:, 
(4) p a h a t i o n  Form IC-28.. . . ~ ~. .. ~. , : . , - * : ~ . -  ~ I . . ~  - ~ -  - .  ~ i ~ 0  ~~.>~.:::-.:<-r< ~ ' -. 
(5) .Reque,sf . , ~ _  - .  fsr i,ssu+nce.qf .Cert_i_fic_ate, F.o.q.IC-80.. : : ?:::~ - .  c j. . 

. j  . ~. ~ .-, / .  -~ ~ . -  

i ~ ~ .  - . . .  
~~ . ~. - . . :~ 

(6) 
(7.) Notif icat ion Let te r ,  Form IC-36b. 
Fi l e s  a re  maintained alphabet ical ly  by suAame. 

Superintendent':s, r,equest= f o r  Qsuan_ce of Ce_rcificate, ~Forql-~c.-6. ;c: I .  :,$' 

ATTACH SAMPLES OF THE FILE 

. .  
, . . .  i 



13. Is t h i s  the Record Copy of t he  se r i e s?  "XI .[ I 1 
1 4 .  Is  there  a duplication of t h i s  s e r i e s  i n  mother  o f f i ce  o r  agency? [ 1 [ a  
15 .  Is the  information contained i q  t h i s  s e r i e s  ever s m a r i z e d  or  published? [ 1 [ X I  

Attach copy of sununary o r  publication. - 
16. Does the s e r i e s  coqtain classifies information.requ'ri  secur i ty  h ndling? [XI [. 1 l i c a t i o n  and t ranscr ip t  of grades a r e  han%ed i n  accor 3 ance with Nature of a 

Sec. 2A of !Re Geor i a  Open Records Law as amended i n  1967 f [ 1 .rx1 17. Does the s e r i e s  i n i  i a t e ,  amend or  terminate agency pol ic ies  and procedures? 

18. Could the function be performed i f  t h e  f i l e s  were l o s t  o r  destroyed? [ X I  [ 1 

19. Is t he  s e r i e s  ( o r  major portion of it) regularly microfilmed? If yes,  why? [ X I  [ 1 

20. Does the record se r i e s  provide data as input t o  an EDP f i l e ?  [ X I  [ 1 

21. Does the record se r i e s  contain documentation produced as EDP pr intout?  [ X I  [ 1 

There would be poss ib i l i t y  of duplication or  non use of c e r t i f i c a t e  numbers. 

In t eg r i ty  of f i l e ,  ease of reference as  u t i l i z a t i o n  of space. 

Provides p a r t i a l  info. (but not complete f i l e )  necessary t o  issue Teach. Cert. 

Printout consis ts  of Register fo r  Teacher Cer t i f ica tes  and the Cer t i f i ca t e  i t s e l f .  
22. Has the  Federal Government issued instruct ions governing the  retention/dispo- [ 3 [ X] 

s i t i o n  of these f i l e s ?  

23. !$fill t h y i 5  R e a m  for  tkieke -15 ec rds e s fro now? i f  yes. what? [ X I  [ 1 
5- &&'ifinaf expiration of c e r t i f i c a t e  

a f t e r  f i n a l  
24. REQUIREMENTS. The following requires the f i l e s  t o  be k e p t  2 years : expiration of 

c e r t i f i c a t e  
a. [ ]STATE b .  [ ISTATWE OF c .  [ ]AUDIT d. [ ]FEDERAL e . ~ADI4INISTRATIVE f .  [ ]HISTORT rfiL 

LAW LIMITATION PERTOD L A W  DECTS IOU VALUE 
(C i t e  Law, S t a t u t e ,  or  other  reason fop the  r c t c n t i m  w m i r e m e n t l  

A 2 year re ten t ion  is  requested i n  case the teacher reapplies f o r  
a c e r t i f i c a t e .  

25. AGENCY RECOMENDATION$.  This agency recommends tha t  the f i l e  s e r i e s  be-cut o f f  at the end 
of  each -[]CALENDAR YEAR -[]FISCAL YEAR -HOTHER SEE BELOW ,then : 

[ 3 Hold i n  the  current f i les area  I 'month(s)/ y e a r ( s ) :  
[ 1. Transfer t o  [ 1 Sta t e  Records Center [ ] Local Holding Area; hold y e a r ( s ) :  
[ 1 Destroy. 
[ 3 Transfer t o  State  Archives fo r  permanent re tent ion.  
[ 3 Destroy immediately a f t e r  cut-off. 
[ 1 Other: (Specify) 

Upon issuance of teaching c e r t i f i c a t e ,  microfilm 'ent t re  f i l e  and destroy the 
paper copy. 
Microfilm F i l e  - Upon f i n a l  expiration of the teachers c e r t i f i c a t e ,  place 
i n  the inac t ive  f i l e ;  Cut off the inac t ive  f i l e  a t  t he  end of t h e  calendar 
year, hold i n  the curtent  f i l e s  area fo r  two years; then destroy. 

( Ind ica te  b r i e f l y  ra t ionale  for  recomnendations~ above/or wr i t e  addi t ional  remarks)  : 

~~ ~~ ~~~ 

~ -~ ~~~~~~~~~~~ . .  . .  .~ . ,  ~.. 


